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31 March 1971

25X1A
MEMORANDUM FOR : CPB/OL
FROM : Support Services Historical Office (SSHO)
SUBJECT : Review of draft paper on Central Processing
Branch
1. I am returning a slightly revised version of the

subject paper for your review. The purpose of the revisions
has been to pull some of the information from the Appendixes
into the body of the text, and there were a few other minor
editions.

2. If you have no objections to the paper in its
revised form, please return it to me and I will pass it on
to our senior editor to prepare for publication. You need
not retype the paper at this time.

3. If you have any questions, please call me.
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FOREWORD

Although it does not appear in the text, any
history of the Central Processing Branch would be

incomplete without due recognition of the accomplish=

ments of Mrs. She entered on duty

with 0SS 22 February 1942 as a telephone operatdr

and retired from the Agency 27 October 1961. During
this period, she made such an outstanding contribution
to the foreign travel activities that she was well
recognized as one of the Agency's leading authorities

on the subject. At the time of retirement she was

Chief of the Section (now 25X

Section) .
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CENTRAL PROCESSING BRANCH¥*

I. TIntroduction

It is evident that in the early days of the
Agency, travel processing was not well stabilized.
During the period 1947 - 51 responsibility was cen-
tralized and decentralized a number of times.

In 1947 the method of processing travelers
was decentralized. The individual was required to
report first to the Personnel Division, Office of
Special Operations (0SO), then to the [:::::] and 25X

XA [::::::]Sections of the Finance Division, and finally
to the Transportation Division. Since each of these
Offices Was located in a different area, the traveler
was inconvenienced; the period of processing was
lengthy and time consuming; and in the separate

briefings, Offices often gave conflicting information.

* Most of the information contained in this report
derives from the personal experiences of the author
who served as Chief CPB for more than 13 years, in=-
cluding consecutive service in that capacity from
November 1959 until the present (April 1971) . Other
senior personnel assigned to the Branch are identified
in Appendix A. '
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This system of processing remained in effect during
the changeover from Personnel Division, 080, to Covert
Personnel Division, CIA, and continued during the
early days of the Special Support Staff, established
in 1949 under the Executive for Administration and
Management, CIA.

It is believed that complaints from Operating
Cbmponents, concerning duplication of effort in
briefing and abnormal amount:of time for processing,
influenced a change. 1In mid 1950 the functions and
personnel in the Special Support Staff involved in
travel processing were merged into a single group.
There is no doubt in the mind of the author that
more.efficient processing resulted.

In late 1950 it seemed to be fashionable to
have clear demarcation of functional lines of re-
sponsibility. Consequently the specialized functions
connected with personnel, transportation, finance,
etc., were again performed by the separate Offices,
and the method for processing travele;s reverted to
the system that had already proven ineffective. The
same problems arose and again complaints from operating

components, similar to those noted previously, poured
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in. This condition existed until mid 1951, when the
DD/A decreed a comprehensive realignment of the

transportation functions of the Agency.
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Central Processing Branch (CPB] was established

under the Assistant Director (Personnel) by CIA

(5) Establishment and Responsibilities of
25X1A Central Processing Branch.

(a) Effective with the date of this
directive there is established a
Central Processing Branch under
the supervision of the Assistant
Director (Personnel).

(b) The Central Processing Branch will
be responsible for the coordination

"of all phases of travel operations
to meet requirements for the Agency.

Pending establishment of an official Table of Organi=-

zation (17 January 1952) providing for[::]positions,** 25X

personnel who had been involved in travel processing

were detailed to CPB from the Offices of Personnel,

Logistics, Finance, Security and the Medical Staff.

The Branch was charged with the responsibility for

obtaining passports and visas for travelers at

* gSee Appendix B. The reference to Central Processing
Branch is a small segment in the overall regulation.

The complete regulation is included here to provide the
reader with some idea of the magnitude of the processing
problem for overseas personnel.

** See Appendix C.
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headquarters. Responsibility for documentation for
out—of?town travelers, mostly dependents, rested with
the Transportation Division, Office<§f Logistics.
Also, although travelers' iﬁineraries and the paper-
work necessary for shipment and storage of personal
property were prepared by CPB, the reservations and
arrangements for moving personal property were handled
by the Transportation Division.

Differences between the Office of Personnel and
the Office of Logistics over the apparent overlapping
of responsibility continued until 22 July 1953 when
the Deputy Director, Administration, assigned to CPB
responsibility for documentation of all travelers
and procurement of transportation. Responsibility
for movement of personal property rémained with the
Transportation Division, Office of Logistics. .The
Director of Logistics, Mr. James Garrison, was quite
frank in expressing his opinion of the shared respon-

sibilities as follows:*

* See Appendix D.
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I have 51gned attached delegation
of authority in compliance with the
: directive of the ADDA., Although I
/1 .i +,% do not concur with the organization
épurrencesx herein proposed, because I am of the
opinion that it violates the principles
of centralized administration, this
Office will render all possible
assistance to make the plan work.

After the transfer of personnel brought by the
July 1953 action of thé DD/A, CPB had a total authorized
complement of [:]and one person each on detail from
the Medical Staff and the Office of Security. ‘The

official Table of Organization approved 19 November

1953 provided four sections in the Branch -- | 25X

Sections. The [:::::::] 25X

Section had a staff of two people. It had responsi-

bility for briefing and processing all staff agents ILLEGIB
|

and their dependents for overseas movement."ﬁlsg,
; J

X

serving in an advisory capacity, when requested, in
connection with the technical and administrative
details of movements of covert individuals and their
dependents overseas.

The/Medical,Téchnician, along with his duties,
was recalled to his parent office in the spring of

1954. It was believed, apparently, that this would
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permit better utilization of his time.* 1In September
1954 the Branch was reorganized; some travel-counseling

functions of the ﬁffice of the Branch Chief were moved

X1 to the Section. The duties of the[ | 25X
Section were distributed among the other elements of

the Branch, thereby eliminating thel[:::::]Section. 25X

25X1

25X1A

* The Security technician was recalled tO‘OMS%in 1957.
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25X1A

25X1A

Of fice of Personnel Memoranduml |dated
14 September 1961, added a new dimension to the Branch's
activities, charging CPB with responsibility for pre-
paring travél vouchers and arranging cash settlements
for candidates for employment invited to headquarters
for interviews.* This has been an active program
providing needed assistance to candidates who might
be short of funds. From just over 1,000 invitee claims
during the initial year of operation, thé program
hit a peak of more than 3,100 claims in 1967; and

in 1970 it was down to about 1,600 claims.**

* See Appendix E.

** See Appendix F.
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25X1A

CPB acquired responsibility for movement of
personal effects when the DD/S transferred the [ 1 25X

X1 [:::::::]Section, Office of Logistics to the Office

of Personnel.** The multitude of problems -- dependents'

transportation, movement of household goods, and

* See Appendix G.
25X1A ., :
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shipment of automobile ~-- which had been factors in
some of the differences bétween Personnel and
Logistics in the early 1950's were now truly centralized

in CPB.
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.............

CPB is comprised of personnel, finance, and
logistics technicians charged with responsibility
for assisting persons engaged in official travel
to the maximum possible extent, compatible with
cover and security. This assistance involves areas
of salary, allowances, per diem, insurance, reservations,
tickets, baggage, household effects, automobiles,
passports, cover orders, visas, identity card, and
invitational travel claims. The T.0. for the Branch
in early 1971 was roughly double the size of'the.T.O.
at the time CPB was formally established.*

. Upon receipt of an Agency travel order for
foreign travel, the traveler will be called by a
CPB technician who will advise him of the assistance
available and invite him to make use of CPB's services.
Specific functions performed for overseas travelers
utilizing nominal official cover included the following:

1. Obtaining passports |

2. Obtaining visas

* Compare Appendix H with Appendix C.
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Making travel reservations

Purchasing tickets
Preparing government bills of lading

Arranging shipment and storage of
household effects

Arranging shipment of personal and
vehicles

Arranging customs clearance

Maintaining a file of post report
information

Preparing necessary authorization for
travelers to obtain an advance of
funds

The following functions are performed for
domestic travelers:
1. Making reservations
2. Purchaéing tickets

3.' Advancing fﬁnds for transportation
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4. Computing and paying claims incident
to invitational travel of candidates
for employment.

The strategic position of CPB in the travel
processing cycle makes possible an element of employee
control which has attracted to the Branch a number

of "roadblock" responsibilities. CcpPB is charged with

insuring that staff employees traveling overseas under

5X1

offficial cover do not depart headquarters

until:

1. They are briefed regarding risk of
capture and interrogation.

2. They have clearance from the office
of Medical Services. ,

3. They are priefed on the threat of
hostile audio surveillance and
possible counter-measures (required

only of PCS travelers) .

4., They are cleared by the office of
Security.

5. They have been slotted in appropriate
field positions (required only of
pcs travelers) .

6. They have had an opportunity to
participate in available insurance
programs . .

7. They have clearance from the appropriate
operating component.
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9. They are cleared by the Library
(required only of PCS travelers).

10. They are cleared by the Office of
Logistics to insure return of any
Agency equipment charged to the
traveler (required only of PCS
. travelers).
1l1l. They are cleared by the Records
; Integration Division to insure
‘ return of any registered documents
charged to the traveler (required
only of PCS travelers).

It would‘appear from statistics on the Branch's
production that there has been no appreciable change
in workload during the reporting period.* However,
it should be remembered that a number of responsibilities
were added which, while not changing the number of
travelers, did increase the amount of effort required

to process. a traveler.

* GSee Appendix F.
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of the decisions indicated by Attochients A und B This commities pro=
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procusming of travelers, Attachmeny C. ' '

lu'. ;U »,I T AND CORCLOSTONS.
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ravelors, such as bonoling personal eflects (une cwmpmzis.d targbuy

" housiehold goods, autonmobiles) should remein in ihil.
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- be msde the subject of & soparate study with the understanding inat
25X9. . the numbey of positions will nob exoced the totals shown for cach ‘
SOV glemend in Attachment C, *.¢.[Jposibions ini Seotion and
' 25X9 [positions in P¥E. , ’

Ga . AS indicated in Attachment &, persgropd 6, implementation of this
" proposal depends upon the avellability of spacc. subject to prorpl
sutmission to Ceneral Services of Vorsomel Uffice roquirenents oo
to partitions, tolophons and other service facilities fow CYB, dho
space may be availavle Ty 31 July 1953,
/

L. RECOMMEHDATIONS. It is reconmended Yhats

a. Attachment C, Proposed Tistribution of Tutics and Responsibilities
for the Processing of Travelers; be anproved, - SR .

be ‘Attac'hmant P, Lelegation of a\u‘bﬁority"bo tho AL/Persannel, bo
approved by the Chief of Logistics. o '

25X1A c. Attachmend b, Proposed change. in
be approved. ' :
d. The Personnol Office and Logisbtics ¢2fice, in coopemmoi—z with O3
;1 Tervice, recommend s promptly as possible &e‘cailesd_'lf/_i}'_a o conform
" %o the roquirements of the work as provided hersin. ,
- &e The implemem;atioh 0f this propogel bu mide effective with the
. ~availobility of additional space fox CIH.. S
£, The Gl Service be dirccted to agslat the CFB and P¥D dn e imple~-
menbation of the procedural changes contemplated Yy Sttachment G
(s)
'::.‘ W. ‘Lo PEEIJ 3
o o " T onnoonenk ULriosr e
..; o I have signed attached delegation of authority in compliance with
COnCUrrences © the directive of the ADDA. Although I do not concur with the o
BERES §.- organization herein proposed, because I am of the opinion that it o
25X1A . violates the principles of centralized administration, this Office - -

o3 memdaw 211 nossible assistance to make the plan woxk.
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FOREWORD

T’;o make it possible for interested persons to pufsue

N

any questions they may have with senior personnel on duty at

the time'a list of Branch Chiefs and Deputy Branch Chiefs has

been providedﬁj fAny history of _theﬁf‘&qch would, - hewewer, be

incomplete with out due recognition of the accomplishments of

Mrs | | She entered on duty with 0SS 22 Febru-
—1
ary l9h2}and retired from the Agency 27 October 1961l. During

this period, she made such an outstanding contribution to the

foreign travel activities W that she was well rec~
|

ognized asyen sutmawity on the subject. At the time of retire-

ment she was Chief of the Section (now

Section).
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CENTRAL PROCESSING BRANCH ,*

I. INTRODUCTION

It is evident that.in the early days of the Agency,
travel processing was not well stablized. During the period
1947 - 51 responsibility was centralized and decentralized a
number of times.

In 1947 the method of processing travelers was decen=-
tralized. The individual was required to report first to .

the Personnel Division, Office of Special Operations (0S0),

Sections of the Finance

K1 = then to the

i p

Division an To the Transportation Division. Since each of

H
these Offices was located in a different area, the traveler
was inconvénienced; the period of processing was lengthy
and time consuming; and in the separate briefings, Offices
often gave conflicting information. This system of process-
ing remained in effect during the changeover from Personnelj
Division, OSO,‘to Covert Personnel Division, CIA, and con-
tinued during the early days of the Special Support Staff,

established in 1949 under the Executive for Administration

and Management, CIA.

-1 -
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It is believed‘that complaints from.ﬂ%erating)?bm—
ponents, concerning duplication of effsft in briefing and
abnormal amount® of time for.processing, influenced a change.
In mid 1950 the functions and personnel in the Special Support
Staff involved in travel processing were merged into a single
group. There is no doubt in the mind of the author that more
efficient processing resulted.

In late 1950 it seemed to be fashionable to have clear
demarcation of functional lines of responsibility. Conse-
quently the specialized functicns connected with personnel,
transportation, finance, etc., were again performed by the
separate Offices, and the method for processing travelers

reverted to the system that had*al;-eady proven ineffective.

The same problems arose aga¥cgﬂ§iéints from operating com-
ponents; similar to those noted previously, pouied in. This
condition existed until mid 1951, when the DD/A decreed a
comprehensive realignment of the transportation functions

of the Agency.

daclaseitication
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1I. CHRONOLOGICAL NARRATIVE

Central Processing Branch was established under the

Assistant Director (Personnel) by ‘CIA 25X1A4
LP"E’\}"‘;‘ s‘ ;L e i, a
dated 8 October 1951, ”f\ora‘the coordination of all phases

of travel operations to meet requirements for the Agency."

ILLEGIB Pending establishment of an official Tahle aof Organization

(17 January 1952 ),%% personnel who had been involved in
travel processing were detailed to CPB from the Offices of
Personnel, Logistics, Finance, Security and the Medical Staff.
The Branch was charged with the responsibility for obtaining
passports and visas for travelers at headquarters. Responsi-
bility for documentation for out-of—toﬁn travelers, mostly
dependents, . rested with the Transportation Division, Office

of ‘Logisties. Also, although travelers' itineraries and the
Dbaperwork necessary for shipment and storage of personal prop-
erty were prepared by CPB, the reservations and arrangements
for moving personal property were handled by the Transporta-
tion Division.‘

Differences between the. Office of Personnel and the

POV i
* See?&b—B@? T L

**% See Tab C ¢

-3 -
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Office of Logistics'over the apparent overlapping of resjohsi-
bility continued until 22 July 1953 whéﬁ the Deputy Director,
Administration,x assigned tq CPB responsibility for documen-
tation ofiall travelers and pr?curement of transportation.

Responsibility for movement of personal property remained with

ILLEGIB

the Transportation Divisioq)

After the transfer of personnel brought by the July 1953
action of the DD/A, CPB had a total authorized complement of
26 and one person-.each on detail from the Medical Staff and
the Office of Security. The official Table of Organization

approved 19 November 1953 provided four sections in the Branch

- -| Sections. The 25X

Section had a staff of two people. It had responsibility for
briefing and processing all staff agents and their dependents
for overseas movement. Also, serving in an advisory capacity,
when requested, in connection with the technical and adminis-
trative details of movements of covert individuals and their
dependents overseas.

The Medicél Technician, along Withlhis duties, was re-~
called to his parent office in the spring of l95h.‘ It was‘
felt, apparently, that this would permit greater utilization
of his time. In September 1954 the Branch was reorganized;

some travel-counseling functions of the Office of the Branch

% ‘See Tab D
. - 4 -

SECRET e 1
Approved For Release 2003/01/27 : CIA 9Ih 000600080002-1




Approved For R.se 2003/01/25E:C§£A;RDP81-00314R(‘00080002-1

Chief were moved to the[  |Section. The duties of the 25X1

X1 . Section were distributed among the other elements of
the Branch, thereby eliminating the |:|Section. 25X1
25X1A
-5 -
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25X1A
CPB acquired responsibility for movement of personal
effects when the DD/S transferred the : 25X
Section, Office of Logisties to the 'Offic;e of Personnel, HN
X1 dated 6 May 1966.
25X1A

"% See Tab F

** | 'See.Tab G
| : -7 -
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TII. FUNCTIONS AND RESPONSIBILITIES

CPB is comprised of personnel, finance, and logistics
,techniciahs charged with responsibility for assisting persons
engaged in official travel to the maximum possible extent,
compatible with cover and security. This assistance involves
areas of saléry, allowances, per diem, insurance, reservations,
tickets, baégage, household effects, automobiles, passports,
cover orders, visas, identity card, and invitational travel
claims.

Upon receipt of an Agency frave;‘order for foreign travel,
the traveier is advised by a CPB technician by telephone of the
assistance .availeble and invited to make use of the service.
Specific functions performed for overseas travelers utilizing
nominal official cover include the following:

1. Obtaining passports |

' 2.' Obtaining visas

25X1C

5. Making travel reservations

25X1C

7. Purchasing tickets.
-8 -
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8. Preparing Government Bills of Lading

9. Arranging shipment and storage of household
effects

-10. Arranging shipment of personal and quasi-
personal vehicles

11. Arranging customns clearance
12, Maintaining a file of post report information

13. PreparingAnecessary authorization for traveler
to obtain an advance of funds

The follbwing functions are performed for domestic
travelers:
1. Making reservations
2. Purchasing tickets
3.. Advancing funds for transportation

4, Computing and paying claims incident to invita~-
tional travel of candidates for employment.

The strategic position of CPB in the travel processing
cycle makes possible an element of employee control which has
attracted to the Branch a number of "roadblock' responsibilities.

CPB is charged with insuring that staff employees traveling

overseas 1 |do not depart headquarters

until:

1. They are briefed regarding risk of capture and
interrogation.

-9 -
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2. Theybhave clearance from the O0ffice of Mediéal
Services.

3. They are briefed on the threat of hostile audio
surveillance and possible counter-measures '’
(required only of PCS travelers).

L. They are cleared by the Office of Security.

5. They have been slotted in appropriate field
positions (required only of PCS travelers).

: 6. They have had an opportunity to participate in
' available insurance programs.

7. They have clearance from the appropriate operating
component.

25X1A

9. They are cleared by the Library (required only
of PCS travelers). '

10. They are cleared by the O0ffice of Logisties to
insure return of any Agency equipment charged to
the traveler (required only of PCS travelers).

li. They are cleared by the Records Integration
Division to insure return of any registered
documents charged to the traveler (required ~
only of PCS .travelers).

It would appear from statistics on the Branch's production
that there has been no appreciable change in workload during.the
reporting perioﬁ.* However, it should be remembered that a
number of responsibilities were added which do not change the

number of travelers, but does increase the amount of effort

required to process a traveler.

* See Tab H .

- 10 -
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SENICR PERSONNEL ASSIGNED
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TABLES OF ORGANIZATION

- 20 -
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ORGANIZATION AND METHODS SERVICE SURVEY REPCRT

DATED 22 JULY 1953

- 23 -
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Memo for the Record

Subject: CPB History

The latest draft (25 Janusvy 1971) of the CPB Histary vas
25X1A revieved vith Dr. |:|25 January 19T1. His remarks vere
@acouraging. The text appeared to be ssceptable. Be did,
however, Mnmwmmwmmmmm
recommended that a "Foreword" be used to present an "undocumented”
narrative of travel processing betwesn 1947 and 1953,
25X1A [ Jattended the meeting.

Approved For Release 2003/01/27 : CIA-RDP81f00314R000600080002-1




Approved Fo.‘lease 2003/01/27 : clA-Rpem-0031.00600080002-1

;
b :
) i
. :
Wt g i
) ‘ ey
, | N B
. ; j
. ) i . i
i ] ;
s B ! ! )
! 1
: \ < - |
; ; ;
E ol
. : "
<o P .
. C b . ;
AT ) .
N ( %
i
/ L
]
i
. i
. i
1

| . 1. SUPPORT DIRECTORATE
o Y OFFICE OF PERSONNEL
" BENEFITS AND SERVICES DIVISION -

_ CENTRAL PROCESSING BRANCH

' TREPARED BY A - 25X1/
 REVISED IRAFT, 25 JANUARY 1971 - N

o
. A

SECRET _ S

SROUP 1
Excluded from autemall

1
ooompqgsociosoooz 1

Approved For Release 2003/01/27 : CIA-RDP81

+




Approved Forflease 2003/01/27 : CIA-RDP81-00314(p0600080002-1

" CONTENTS

Tl Chronologica.l Narrative: . 1951 = 71

oo

“IT. Functions and Respon81b111t1es Lo s

/" PR . ' ) ) ! } , ‘ .
ATTACHMENTS -+ +. + - lv . b

‘ A, Tables of Orgam.zatlon TR

‘. ' ".l B. . Senior Personnel Assigned I '..“. T R F—
"C.. . Statistics o

25X1AD| — ' -

!

‘ E - Orgenization and Methods Service Survey Report da.ted R

25X1A° Fe°
© G

v:l H.l

:
. “t
s .
, .
. i i
‘ i
T
' i

| ! .
. ‘;
W s
"";: a0 -y . v
! . SRR T L .. S
i S . . . ” il = .
| . . R ' '
1 . ) .
'. . ' : : . . . ",‘ I.. 1"’
oo S o TR S b
- I SECRET . U “titod tnm aulaatle

e

Approved For Reiease 2003/01/27 : CIA-RDP81 00314Rffb 0080002 1




Approved Foialease 2003/01/27 CIA-RDP81- 0031@00600080002 -1
‘ ‘ SECRET
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CENTRAL PROCESSING BRANCH

l‘vneiI.“ CHRONOLOGICAL NARRATIVE

Central Processing Branch was established. under the

). Assistant Director (Personnel) by CIA Regulation | |-

F,G October 1951, "for the coonination of all phases of travel
operations to meet requirements for the Agency." Pending

- establiehment of an official Table of Qrgahization (17 Janu~
ary 1952), personnel who'had been invoived.ih travel process=
ing were detalled to CPB from the Offices of Personnel, Lo- |
gistics, Finance, Security and the Medical Staff. The Branch

as charged with the responsiblllty for dbtalning passports

and visas for travelers &t headquarters. Responsibility for
documentation for out~of=-town travelers, mostly dependents;

- yested with .the Transportation Division, Office of Logistics.
Also, although travelers' itineraries and the paperwork neces=
sary for shipment and storage of personal property were pre-
pared by CFB, the reservations and arrangements for moving

personal property were hendled by the Transportation Division.

. pifferences between the Office of Personnel and;the

SROUP
-cluded trom agtomatic
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'ifOfflce of Logisties over the apparent overlapplng of responsi~ - . ¢

"blll'by continued wntil 22 July 1953 when the Deputy Director, . N -

b iAdmlnlstratlon, assmgned to CPB respon81b111ty for documen-

"‘;itatlon of all travelers ‘and. procurement of transportatlon..

,@eRespon31b111ty for movement of personal property remalned w1th

o

After the transfer of personnel brought by the July 1953

'’ action of the DD/A, CPB had a total authorized complement of

?;_26 and one person each on detall from the Medical Staff and _4,l

fl the Office of Security. The off1c1al Table of Organization

approved 19 November 1953 provided'four sections in the Branch

. _ - Sections. Thel - 95X

Section had a staff of two people., It had responsibility for

-ﬂ. briefing and processing all staff agents and their dependents

‘

for overseas movement. Also, serving in an advisory capacity,

' when requested, in connection with the technical and adminise=

.. dependents overseas.

The Medical Technician, along with his duties, was re=-

“"rcalled to his parent office in the spring of 1954. It was
.. felt, apparently, that this would permit greater wtilization

':5 of his time. In September 1954 the Branch was reorganized;

some travel-counseling functions of the Office of theeBranch
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CHINENES

'_,II.‘ FUNCTIONS AND RESPONSIBILITIES

CPB is comprised of personnel, finance, and logistics PR K‘t
, technicians”Charged with responsibility for essisting personsi.f' |
o . engaged in official ff;i-evel to the meximumi'possible extent, -
PR ':*Pagfeomparible with”eorer and“eecurity. This assietance;invelyes

ixjareas of salary, allowances;eper diem, inshrance, reservations,

tickets, baggage, householq effects, automdblles, passports,

\

. cover orders, visas, identity card, and 1nvitaxional travel

.+ claims.

- Upon recelpt of an Agency travel order for foreign travel,

“the traveler is advised by a CPB technlclan by telephone of the -

‘tass1stance aveilable and 1ny1ted to make use of the service.

'Speclflc functlons performed for- overseas travelers utzllzing

‘r_'nominal official cover include the: followmng.4

“fl‘l. Obtalnlng passports j-l ": eeif',T,g? o

k. 2.. Obtaining visas

1" 5. Making travel reservations - SR B

asxic

. x;f{f7,5iPurchasing-ticketsf;“-;’fgﬁbaf»' .
; S R - R |
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8. Preparing Government Bills of Lading

/

9. Arranging shipment and storage of household
effects.

'10. Arranging shipment of personal and quasi-
personal vehicles.

11. Arranging customs clearance
~ 12.. Maintaining a file of post revort information

S )
13. Preparing necessery authorization for traveler
to obtaein an advance of funds

The following functions are performed for domestic
i ) .traveiers:

1. Making resérvations

2. Purchasing tickets

3. Advancing funds for transportation

4, Computing and Paying claims incident to invita=
tional travel of candidates for employment.

The strategic position of CPB in the travel processing
I ]
‘ cycle makes possible an element & employee control which has

>

i attracted to the Branch a number of "roadblock" responsibilities.

CPB is charged with insuring that staff employees traveling

: 25X1C  Overseas under| |[do not depart headquarters

until:

1. They are briefed regarding risk of capture and
interrogation.

-7 -

GRDUP 1
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' 2, They have clearance from the Officeiof Medicad
Services. : .

. They are briefed on the threat of hostile sudio \
_surveillance and possible counter-measures
(required only of PCS travelers).

They ére cleared by the Office of Security.. .

They haVe been slotted in appropriate field..
‘positions (required only of PCS travelers).

““They have had an opportunity to paxrticipate in
" available insursnce programs. :

They have clearance from the appropriate operating
component.

L 9;1;They are cleared by the Library (required only of .
eedofoso . PO travelers) At

'x{lil&f~1lO.H”They are cleared by the Office of Logistics to
ST insure return of any Agency equipment charged to
the traveler.(required only of PCS travelers)

j?' _fjg fﬁ 7ﬂ:f'11. They are cleared by the Records Iﬁtegration
SR " Division to insure return of any registered, o

. .’documents charged to the traveler (required
“only of PCS travelers). S

, e . ‘ .o A . .
e ! - .
o S -8 -
i o C.

! ST Ty  SECRET - GROUF 1 S
. , . o .. | exsiuded trom autematic
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a ' , E 25X
oo Y ly 22, /453
' U1 ORGANTZATION AMD NETHODS SEVISE -
U sumver meRORT Lo . n
S A . .
LUBJuGTY” Central Processing of Travolers

S

- e

25X1A

Je

e - iy . . U

PilUDLed. The problem epproached by this report is the elirdnction of

. ¢uplication of offort hetwoen the Central Processing Prunch, fersomnel . ¢

pivision (Covers), Persomncl Grllce, snd the racsengur Vovement Uranch,
’ ?

- erungportation Division, Lopisticn OLficw.

FACTS DRAKLRG ON Tile PROILEM. Mectlngb werd held in the ¢ffice of the

ALL/A on 15 April end 3 June 1953, st which determinationy werd reachod
85 Sudicsted by Abtochments & and T, vermoranduns for the hecord profaied
Ly Mrd | speclal Assigtant to the S/

Tollowing those meetings, vepresentatives of Lha Perpennel CELice one
Lopistics ffice apreed to eotablish a conmitioe to work oub thae cueteils
of the declsions indicated ty Attachwenis A ond Be This commities pro=
pared a proposod digtribution of cubiss and rosponsibilitive for the
procussing of travelsrs, Attechment Co . ‘ ‘ L

DISCUSEIOH AND CORCLUSIONS.

2.  In general, Attachment ¢ provides thot the woirk of processing Wavelord,
. for both overs¢ss and domcstic travel, should be done hy Ci%. 1% aluo
- provides that the 1O hes ptoff and techuical repponsibility for traug-
- portation wattors, and that the more technical aspocts of procesaing
- travelors, such as honoling peroonal effects (uneccompanicd Yarghit,
“nousehold gouds, automobiles) stould remeln in Pt

b, ‘In order to accomplish this, sulliority to securw transportation shiovid ‘
- be delegated to the Ab/Personnnl which he miy redelopaie £6 HUCUEORTY e R
A propoped delegation of Authority, Attachmont i, has buen prepolod. o

d. ' Attachment G, parsgraph L, provides Lor t'(mtzitiﬁb tables of ovpsuizas
Ctdon for €PM and PPB -totalling cositions. Sines CPB bas B ' RNy
- plonning a review of its entire 570, it io helieved that We uutsl= 25X
- lishment of dutulled T/0%s for the travel pracesping function snould '

J—

! » ' S ROUP 4
T Lsxclude:mm whomatle -
. Approved For Release 2003/047Ef JiA-RDI 81:80344R000600080002-1
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r’ ,T“",, e “_ S N ". o 50ﬂmh/ anormaﬁbn -
“be mede the aubject oﬂ' a separate study with the understanding that
25X9 1 the mumber of positions willk not exceed the totals chown foi cach - L :
- element in Attachment C, i.e.|:| po..,:.‘oiona in[ oection and. = 25X1
- _25)(9 Dpositions in PMB. - L

.4 Ao inuicatcd in Attachment © » pr:ragraph &, implemontation of thisg
.+ proposal depends upon the availabz.hty of space. Subject to prompt
440 gubmisaion o General Services of Personnel O0ffice roquirements o3 )
© 't partitions, telephono and other service facilitiea for CPB, the
' space may be available bty 31 July 1953, . .

I
R

Lo ﬂhGO‘ﬁ.’%thA‘l‘lOn‘S. ' I% 15 recommended thats

'.Attachnent C, Proposed Tistribution of Puties and Responsibili‘oie,s A
" for the Procassing of Travalers, be agpproved. ' ‘ ‘ S

‘{2 | : b. Attachment D, I‘elegation of Authority. bq tha AI./Parsonml, bo
Vo approved hy the Chief of Logistics. ;

&

25X1A

o S Ad,- The Personnol Office and Logistics Ufﬁce, in cooper.ation with O %
o farvice, recommend as prmrptlJ as possible detalled "‘/u'a to confom
to the roquirements of the work as proviaed herain, ,

a, The implamentntion of this proposal bLe made effective with the -
g nvailability of additional apace for CPRe '

£ ; 'Phe 08l Service ba directed to sgsist the C B and 28 dn the impleo-
‘mqntation_g;',tk.e procedural changes contemplated ty Attachment C.

(s)
W.'L. PEEL

' nacozent OL0Lcor T
I ha.ve signed attached delegation of au%horitfr in compliance with

! : onoUrTenc é . - the directive of the ADDA. Although I do not concur with the

¢ 25X1 ,& A organization herein proposed, because I am of the opinion that it . .

! ' .. . . violates the principles of centralized administration, this Off:.ce
- will render all possiple agsistance to make the plan work.

l .
i .
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8 October 1970

\

MEMORANDUM FOR: Office of Personnel o 25X1A

THROUGH : Historical Officer ,&2(- 7C% 2o

Office of Personnel .

FROM

Support Services Historical Officer (SSHO)
SUBJECT

Review of Miscellaneous Outlines and
Draft Reports on Benefits and Services

1. Per your request of 5 October 1970, I have examined
the various bits and pieces of "ancient history'" that had
accumulated in your Division. My thoughts are as follows:

a. Draft report on Central Processing Branch:

1) This segment needs a bit of polishing as
noted on the copy, and at one or two points needs
Some expansion-~see my questions regarding travel .
patterns and personnel qualifications (p. 6),
domestic vs. foreign travel costs (p. 8), and
elaboration of statistics (p. 14).

2) Since the details are apparently available,
the report should be updated to cover 1969.

b. Draft report on Fund Drives:

1) I agree with the comments | | made 25X1/\
regarding the need for various expansions, but you » '
should provide even more data on EAF and PSAS,
With reference to EAF, for example:

a) How many dependents have used the fund?
b) Annual expenditures for EAF?
; c) Rationalefor EAF grants? Give

‘ : specific examples (without naming names, of v
course). : ‘

D
£
D
o)
|
—]

e e e e e
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b}
2) Provide similar data for PSAS.

3) Update report to cover 1969,

2. I have mixed emotions about the outlines which
you gave me:

a, If we hold to the present schedule, I would
recommend that a single historical report be prepared
encompassing Honor and Merit Awards, Suggestion and
Invention Awards, and Public Service Awards, Such a
combination (with any other items which you think
might fit into the story) would provide a more
satisfactory report than any of the three alone. It
strikes me, too, that the outlines reflect singularly
little interest in talking about the people who have
won these various awards. The focus seems to be on
organization and mission. To suggest, as does the
outline on Honor and Merit Awards, that only the names--
not the stories--of award winners be included in the
history denigrates the human element which makes this
(or any other) institution go.

b. To accomplish the recommendation in Par. 2a,

) above, it will be necessary to develop a single outline
‘ rather than trying to work from the three outlines
which you now have~~the one on Suggestion and Invention
Awards is far too repetitious and the one on Public
Service Awards far too thin,

c. Based on examination of the outlines on
Benefits and Counseling Branch, Casualty Planning,
Insurance Branch, and Missing in Action Cases. 1
wonder if these items could not be combined into
a single report since it appears that the types of
services are sufficiently interrelated to make a more
useful package that is possible with any one of the
given individual segments.

d. The report on Retirement Policies and Practices
would seem to warrant a separate chapter, but as noted
on the copy of the outline, there are some areas which
involve numbers of personnel and staffing that need to
be explored.

3. Although adoption of the above suggestions should
result in acceptable histories of the various functiomns,
I believe that the story of Benefits and Services would be .
more effective if presented in a single volume history of

SQGW?T
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"the Division. The segments discussed in Pars. 1 and 2

above noted could be prepared (or revised) in much the same
‘manner as noted, but they would be highlighted by a summary
chapter giving the broad overview of the total Division
activity. I do not know your personnel situation, but hope-
fully you could find a body to pull the story together. :
Naturally, however, I must defer to your judgment on this
suggestion.

25X1A
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Comments on Draft Paper on \.,entral Processing Branch

Page 1

The Special Support Staff is mentioned as having been established in 1949
but its organizational €xlocation, functions, and responsibilities are not spelied
out so that the reader can understand why the Staff conducted a suxvey of travel
processing. Itis also noted that as a result of the survey, a consohdatlon took

© place in May of 1950; who decided on ..he consohdauon?

Page 2
25X1A A copy of CIA

khould be included as an attachment.

Page 3

o
It is noted that questions pertaining to the movement of pexrsonal prope%y
arose again in 1965, but it is not stated who made the decision to transfer any >

functions or what other method was used to reach avreement

¢ b dig

S0

4
1
3

This page also contains comments about Tables of Organizations and e Lly
ones are included in Attachment 1; it would seem appropriate to include the

as of the close of the period being discussed.

C HoNy
Ul N 55

|:| Section is referred to but thefe is no description of the size
or functions of this Section.
It is noted that the medical techmcmn was recalled to his parent office in
1954; why? What happened to the Security detailee (previouslyl] mMenTiens ©) .

The last paragraph talks about special passports, but it is not clear for
whom these were obtained. It would appear from subsequent changes mvolvmg

25X1A

Page 5 0
25X1A

Although the use of Agency couriers to obtain visas for|
travelers was apparently changed in 1955, the change in the mannex of obtalmng

25X1A visas for employees| |was not accomplished until
1960. Why?
' ; 25X1A

A copy of Office of Personnel memorandum| ___ |should be included in the

attachments.

;RPN 4 W * o A ATy
bl

Exc.m- IES BT w.m
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Comments (cont'd) -2-
Page 6
25X1A . . _
A copy of Headquarters Notic{  Fhould also be included as an
attachment,

25X1A The implication is that|  |transportation was not utilized by
the Agency until April 1967; this I believe is not factually correct as our people

were using it in 1965. Consider rewriting this part.

25X1A

Page 7
The remarks concerning Agency trayel orders and cover orders is not
]

clear ' to the uninitiated. Could this be rewritten in layman's language so that
the many time consuming functions that the Branch performs are clear to an

individual who has had no contact with the Branch

™ )
s 3
= v
>
Lans
- Ly
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=
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25X1A

Prepared by: | |
c/CFB

e e o ——
GROUP 1
Excluded from automatlc
ET downgrading and

declassification
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CHAPTER I. Chronological Warrative
Coordination of the overseas movement of personnel becezme the
responsibility of the Personnel Division, Office of Special Cperations
(050),in early 1947, The method of processing travelers at that time

was decentralized. The individual was required to report first to

the Personnel Division, then to the Sections of 25X

the Finance Division and to the Transportation Division, Since each

of these 0ffices was located in a different area, the traveler was
inconvenienced; the period of processing was lengthy and time-consuming;
and in the separate briefim;i Offices often gave conflicting information.
This system of processing remeined in effect during the changeover Irom
the Personnel Division, 0SO, to the Covert Personnel Division, CIA,

and continued during the early days of the Special Support Staff which ,)V/

I v

was established in 1949,

After many complaints from operating offices concerning the dupli- :
cation of effort in briefing the individual and the abnormal amoﬁnt of
time required in processing him, the Special Support Stzff conducted a
survey of the situation. The result of the survey was a consolidation
in May 1950 which merged the functions and personnel of the Oversezs
Branch, Personnel Division, -emd the Passenger Section, Transportation
Divisionl)and some of the functions performed by the Travel Branch,
Finance Division., More efficient processing of travelers was the result,

The Special Support Staff was resvonsible for the function until
December 1950 when the Deputy Director, Administration, decided that

there should be clear lines of demarcation in the functions of the

Approved For Release 2003/01S£GMRDP81-00314R000600080002-1
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administrative components of the Agency. Consequently the s?ecialized
functions connected with personnel, transportation, finance, etc., were
agaig performed by the separate (ffices, and the method for processing
vtravelers reverted to the system that had already proven ineffective,
The szme problems arose and complaints from operating officea,similar
to those noted previously, poured in.

In an attempt to ellminate problems czused by decentrzlized tiawet

nrooeesgdps,. the Central Processing Branch was established s a component -
25X1A

of the Persomnnel Division, Covert, by CIA Regulatiod |

8 Cptober 1951, "for the coordination of all phases of travel operations
to meet the requirements of the Agency." Pending establishment of &n
official Table of Organization (17 January 1952), personnel who hed been
involved in travel processing were detailed to CPB from the Offices of
Personnel, Logistics, Finance, Security and the Medical Staff, While
this action succeeded in alleviating many of the problems, there still
existed an area of overlapping and duplication of gffggj between the

I ] ILLEGIB

Branch 2nd the Transportation Divisiog&\ The Branch was charged with

the responsibility for cbtaining passports and visas for travelers at
headquarters. Hesponsibility for documentation for out-of~town travelers,
mostly dependents, rested with the Transportation Division. Also, al-

- though travelers' itineraries and the paperwork necessary for shipment
and storage of personal property were prepared by CPB, the reservations
and arrangements for moving personal property were handled by the

Transportation Division.

2
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Differences between the Office of Personnel and the Office of
Logistics over the apparent overlapping of resronsibility continued
uwntil 22 July 1953 when the Deputy Director, Administration, assigned
to CPB responsibility for documentation of all travelers and pro- ILLEGIB
curement cf transportation, Responsibility for movement of personal
property remained with the Transportation Division. The question of
proper placement of this area of responsibility was reopened early

in 1965. By the end of the year it had been agreed to transfer this

function to CPB. Because of space limitations the physical transfer

of employees and operations did not take place until March 1966.
After the transfer of personnel brought by the July 1953 action

of the DD/A, CPFB had a total authorized complement of [ ]and one 25X

person each on detall from the Medical Staff and the Office of Security.

The official Table of Organization approved 19 November 1953 provided

four sections in the Branch, the 25X

Sections. The Medical Technician along with his duties was recalled
to his parent Office in the spring of 1954, In September 1954 the

Branch was reorganized; some travel-counseling functions of the Cifice

of the Branch Chief were moved to the [ |Section. The duties 25X
X1 of the |:|Section were Jistributed among the other elements of
the Branch, thereby eliminating the :lSection. 25X
25X
3
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25X1A

Also in 1955 CPB was charged with the responsibility for schedulj\\

ing overseas returnees for CIA review lectures, |L{jé(3|5
(———"_’"k - -
For & number of years there had been a feeling on the part of

‘numerous senior personnel that the entire travel processing function
might be accomplished more efficiently by generalist technicians
rather than by specialists. In the fall of 1956 a training program

wgg/initiated to convert the technicians from specialists to generalists,
The program was carried on throughout most of 1957, then abandoned.
1% beceme evident that the multiplicity of detail in the entire »nro-

cessing function was too much for the average individual to retain

L
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CHAPTER II., Functions and Responsibilities

CPB is comprised of personne%,finan%i]and logistics technicians
charged with responsibility for assisting persons engaged in official
travel to the maximum possible extent, cogpatible with cover and ILLEGIB
security. This assistance involves salary, allowances, per diem, in-
surance, reservations, tickets, baggage, household effects, automo-
biles, passports, cover orders, ¥isas, identity card, and invitational

travel claims,

-

Upon receipt oﬂ;gzjg%ﬁer for foreign %travel, the traveler is advised ““/if
A

by telephone of the assistance avcilable and invited to make use of the 17
. Wgh_\‘

service. Specific functions performed for overseas travelers utilizing

st
nominal official include the following:

1. Obtaining passports

2. Obtaining visas

25X1C
5. Making trevel reservations
6. Purchasing tickets
7. Preparing Government bills of lading
8., Arranging shipment and storage of household effects
9. Arranging shipment of versonal and guasi~personal
vehicles
10, Arranging customs clearance
. ’ 11. Mointaining a2 file of vost report informetion

12. Preparing necessary authorization for traveler to
obtain an advance of funds

Approved For Release 2003/01/277 CIA-RDP81-00314R000600080002-1
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The following additional functions are performed for domestic

travelérs:
1. Making reservations
2. Purchasing tickets
3. Advancing funds for transportation

4, Computing and paying claims incident tc invitational
trezvel of candidates for employment

5. Advising PCS travelers regarding shipment of household
effects

The strategic position of CPB in the travel processing cycle makes
possible an-element of employee control which has attracted to the
Brench 2 number of "roadblock" responsibilities, CPB is charged with
insuring that staff employees traveling overseas under nominal official
cover 4o not devart hHeadquarters until:

l. They are briefed regarding risk of capture and
interrogation

2, They have clearance from the Cffice of Medical
Services

3+ They are briefed on the threat of hostile audio
surveillance and possible counter-measures
(required only of PCS travelers).

4. "They are cleared by the Office of Security

5. They have been slotted in appropriate field
positions (required only of PCS travelers).

6. They have had an opportunity to varticipate in
avsilable insurance programs

7. They have clearance from the approvriate operating

component

@ 25X1A s,

8
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9. They are cleared by the Library (required only of
PCS travelers)

\ 10. They are cleared by the Cffice of Logistics \required
only of PCS travelers)

i 1l. They are cleared by the Records Integration Division
: (reguired only of PGS travelers)

9
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